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Intelligence

BOBJ REPORT DESCRIPTION

B0185 LOA Actions with Absences

Report Description:

The B0185: LOA Actions with Absences Shows Employee Leave of Absence (LOA) Actions and
Time Entry corresponding to the LOA period.

Report Location:

PA: Employee Actions

Report uses:

e This report can be used to help monitor timesheet data entry in the Integrated HR/Payroll
system while an employee is on a Leave of Absence (LOA) event.

o This report provides an input control which can be used to isolate records where time other
than leave has been recorded during an LOA event. Generally, entries that are not leave
related will cause an error in the time evaluation process. This report provides visibility to
the erroneous records. See the “Special Report Considerations/Features” section for further
information on how to use the input control tool.

e This report provides statistics such as the number of LOA events within a specific period and
total hours of LOA with and without pay.
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BO185 LOA ACTIONS WITH ABSENCES

How to run this report

Prompts el
= | & Groanizational Unit Refresh Valuss 3
=»  * From Day (Single Value, Mandatory) e Ti=t. ik the -
» 7o Osp (Single Lalue, Mandstory) e s e
w Action Reason(s) - (Optional) =
w Personnel Arsals) - (Optional)
W Employes{s) PersMo - (Optional)
Mandatory
Optional
* Reguired prompts
Cancel

Mandatory Prompts:

Mandatory prompts have a red asterisk indicator (*) on the left side of the prompts. When a valid
value(s) is entered, this indicator will turn into a green check mark (v).

= *QOrganizational Unit — To select data for this prompt:

e Make sure the “Organizational Unit” is selected (1).
e Click the “Refresh Values” icon to see the list of Organizational Units (2).
e Navigate down to select the desired Organization Unit (3).
e Click the right arrow to add it to the selection box (4).
Prompts s
I _* Organizational Unit 0SC BEACON BEST Shared Se'l: 1 2 | Refrash values %3 |'£ Organizational plan\State of North Carolina\Govemor's
» > From Day (Singie Valus, Mandatory) ' 4
»  * To Day (Single Value, Mandstory) ZHMMM_ORGUNIT
v Action Reason(s) - {Optional) + State Budget & Management =11
~
v Personnel Arsa(s) - {(Optional) Stat;;ontr?t:r State Controll
N = Ice O = L nirolier
v Employes(s) PersMo - (Optional) _ 0SC Chief Deputy
£ 0sC Information Technol
3 |[=
® OS50 BEACON BEST Slws|
+ O5C BEACON BEST Sl
<
March 20, 2015 11:05:43 AM GMT-04:00 < 0K is grey because
i - other mandatory
prompts have not been
completed.
< >
* Reguired prompts
Cancel
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BO185 LOA ACTIONS WITH ABSENCES

= * From Day and To Day — To select data for this prompt:
e Make sure the “From Day (Single Value, Mandatory” prompt is selected (1).
e Enter the date using the m/d/yyyy format or choose the date from the calendar for the
specific period the report is being run (2).
e Make sure the “To Day (Single Value, Mandatory) prompt is selected and repeat step

(2.

Prompts ~

* Organizational Unit OSC BEACON BEST Shared Ser - =
= From Day (Single Value, Mandatory) 1 F |- 2 B

* To Day {Single valus, Mandatory) ] March 2015 y

w

-

-

o Action Reason(s) - {Optional) S M T W T F
w Personneal Areals) - (Optional) 1 2 3 4 5 8 7
w Employee(s) PersMNo - (Optional)

n

8 9 10 11 12 13 14

15 16 17 18 1% |20 21

22 23 24 25 26 27 28

OK is grey because
other mandatory
prompts have not been
completed.

Today

< >
* Reqguired prompts

4

Cancel
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Optional Prompts:

Optional prompts are indicated with a green check mark () but are not pre-filled or required.
They are used to assist with limiting the amount of data that is retrieved into the body of the
report. The optional prompts on this report are:

v' Action Reason(s) — (Optional) — To select data for this prompt:
e Make sure the “Action Reason(s)” prompt is selected (1).
e Enter * in the search prompt and press the “Enter” key or the binocular icon (2) to see
the list of Action Reason(s).
e Click the key icon to view the Action Reason key (3) if needed.
Select the desired Action Reason (4).
e Click the right arrow to add the Action Reason to the selection box (5).

*See note below regarding action type/action reason combinations with prompts.

Prompts b4
2 F
v ¥ Organizational Unit OSC BEACON BEST Shared Sexr EMLA
v ¥ From Day (Single value, Mandatory) 1/1/2014
- ) Action Re==nn = g
v * To Day (Single Value, Mandatory) 3/20/2015 — 4 I
¥ Action Reason(s) - (Optional) FMLA 1 || <
W Personnel Area(s) - (Optional)
v Employes(s) ParsNo - (Optional)
March 0. 7915 11:26:35 AM GMT-04:00
= 2 | iy 2
< >
* Required prompts
oK Cancel

= Note: This report selects only Z8 — Leave of Absence (LOA) action types. The Action
Reason(s) prompt may display action reasons that do not relate to this action type. If
you choose an action reason that does not relate to the Z3 action type, no data will be
displayed in the report.
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v Personnel Area(s) — (Optional) — To select data for this prompt:
e Make sure the “Personnel Area(s)-(Optional)” prompt is selected (1).
e Enter * in the search prompt and press the “Enter” key or the binocular icon (2) to see
the list of Personnel Area(s).
e Click the key icon to see the Personnel Area number (3) if needed.
e Select the desired Personnel Area (4).
e Click the right arrow to add the Personnel Area to the selection box (5).

*See note below regarding this prompt.

Prompts 2

~+  *Organizational Unit OSC BEST Shared Services Selected Value(s)

~  *From Day (Single Value, Mandatory)} 1/1/2014 3
— i . Personnel Area | J = State Controller
*To Day (Single Value, Mandatory) 3/23/2015 —
State Controller | 5
~ | Action Reason(s) - (Optional) 4

~ Personnel Area(s) - (Optional) State Controller 1'_'_|

+ Employee(s) PersNo - (Optional)

March 23, 2015 5:46:06 AM GMT-04:00

£ 2 |

Required prompts oK Cancel

I~ Note: This prompt is in sync with the mandatory prompt Organizational Unit and will
show only the matching Personnel areas for the given Organizational Unit in the
mandatory prompt.

Important! Refresh Values” is not supported on this prompt, must use the search box
Instead.
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v Employee(s) PersNo. — To select data for this prompt:
e Make sure the “Employee(s) PersNo.” prompt is selected (1).

¢ Enter the employee number in the search box (2).
e Click the binoculars search icon (3),
e Click the key icon to display the employee number with the employee name (4).
e Select the desired employee (5).
e Click the right arrow to add the employee to the selection box (6).
Prompts X

* Organizational Unit OSC BEACON BEST Shared 5 | [

* From Day (Single Walue, Mandatory) 1/1/2014 " vl here - Mickey Hoiss 5
* To Day (Single Value, Mandatory) 3/23/ 2015 4 F

Action Reason(s) - (Optional) Er.npl{:)'ee — <

Personnel Area(s) - (Optional) Wickeyllouse (12325678) 5

Employes{s) PersMo - (Optional) | 1 '

March 23, 2015 5:44:15 AM GMT-04:00
12345678 2 | x |3 -
3

< >
* Reguired prompts
| OK | Cancel

I~ Note: This prompt is in sync with the mandatory prompt Organizational Unit and will
show only the Employees for the given Organizational Unit in the mandatory prompt.

Important! The search feature is supported on this prompt [(2) and (3)]. However,
when the search option is used, the report attempts to retrieve all employee numbers
from the Organizational Unit selected in the mandatory prompt.
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Initial Layout:

The report is generated with a list of Leave of Absence (LOA) Actions for each employee who was
on LOA during the time frame selected. Below is a sample of the report:

B0185: LOA Actions with Absences

From 1/1/2014 To 12/31/2014

Action
Org Unit Org Unit Desc Employee's Name Employee Reason Action Reason Desc

20010655 OSC BEACON BEST SHARED SVCS HR/Benefits 626114  6/30M4
20010655 OSC BEACON BEST SHARED SVCS HR/Benefits T4 aM3n4

Report detail continued-

Total Att/ Action

Total Absence Reason

Hours Days Count
3121115 24.00 24.00 03.000 1
3121115 24333 1267 256.00 32.000 1
Sum: 267.33 12.67 280,00 35.000 2
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Available Objects:

This is a list of the available objects that can be added to the report, once in Design mode:

=l 4@ BO185: LOA Actions with Absences + LOA SeqNr

+ Action Reason + Organizational Unit

+ Action Type Original Hire Date
Agency Hire Date + Personnel Area
Att/Abs End Dt + Personnel Subarea
Att/Abs Strt Dt + Position

& Att/Abs Type + Prior Position

+ Cal Mth/Year + Supervising Employee

+ EE Time Mngt. Status +| 7 Supervising Position

+ Employes To Day
Employes's Name + Work Schedule Rule

+ Employee Group AttfAbs Time Entered

T Employee Subgroup Attendance or Absence Days

+ Employment Status LWOP Hours 9400

+ Exceptions LWP 9000 9200 9300 9685
From Day Mumber of Actions

T Job Number of Records

# (! Length of Service Other Hours

Load Date + Variables
LOA Processed Dt

Special Report Considerations/Features:

Leave of Absence (LOA) actions are Action Type Z3 — Leave of Absence (NC).

Leave with Pay (LWP) hours: Time entered using the Attendance/Absence (A/A) type
9000 — Approved Leave, 9200 — Sick Leave, 9300 — Holiday Leave, and 9685 — Injury Leave.

Leave without Pay (LWOP) hours: Time entered using the Attendance/Absence type 9400.

Other hours: Time entered using the Attendance/Absence types other than 9000, 9200, 9300,
9400. and 9685.

This report pulls data from IT0302, IT2001, and I'T2002.
Total Att/Absence Days is the number of Attendance or Absence days.
Action Reason Count is the Number of Actions.

If one or more completed PCRs exist for an action, the “LLOA Processed Dt” available object is
populated with the date from the most recent processed PCR action. If no completed PCR
exists for the action, the Processed Date is populated with the “Changed on” date from the
action infotype.
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Input Control

This feature is available in Design mode only and is accessed through the navigation pane on the
left-hand side. See screen shot below which shows the location of the Input Control icon in the
navigation pane and the Input control that has been defined for this report.

e No.of Other Hours Greater Than: By default, this condition is set blank or empty value
meaning that all records will be pulled into the report.

"_g-l + | S wi o

ZBMew Map Reset + 4

50"

BO185: LOA Actions with Absend
Mo.of Other Hours Greater Than : *‘— &
= From 41M/2015 To 311/2015

_% Org Unit Org Unit Desc

OS5C BEACON PRODITECH Netweaw

e This input control feature can be used to reduce the number of records in the report to only
those where the employee has entered time other than leave during their LOA event. Time
entered than leave during the LOA event is generally incorrect and will cause errors during
the time evaluation processing. If the condition is set with a zero in the ‘No.of Other Hours
Greater Than field, this will result in the records being filtered for any entries greater than
zero in the ‘Other Hours’ column.

e A more detailed example of how to use this Input Control is described below:

For example, when you run the report for the calendar day period from 01/01/2014 to
12/31/2014 with no condition set for ‘No.of Other Hours Greater Than:’ (meaning blank),
the report generated will include records with blank Other Hours. See result below:

Map Resst Execution Date: 3/25/15

No.of Other Hours Greater Than @

4+ oK

»

Total Att/ Action

Total Absence Reason
Hours Days Count

6/2213  6M9M4 312115 457.53 1574.47 40.00 2072.00 85.490 1
712314 920014 32115 14.67 32533 340.00 14.280 1

ular 921114  12/31/99 312115 1000.00 1000.00 42.000 1
121313 202314 32115 472.00 472.00 19.470 1
224114 6/30M14 32115 728.00 728.00 30.030 1
T4 120114 32115 836.55 43.45 350.00 36.320 1

Sum: 2508.75 2943.25 40.00 5492.00 227.590 6
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When you set the condition for ‘No. of Other Hours Greater Than: with a value (including
zero), the generated report will not include the records with blank Other Hours. The
report will include only the records with other hours greater than zero. See the result

below:

Map Resst Execution Date: 3/25/15

»

No.of Other Hours Greater Than @

0‘-— OK

Total Att/ Action

Total Absence Reason
Hours Days Count

6/22113 61914 32115 457 53 1574.47 40.00 2072.00 85.490 1
Sum: 457.53 1574.47 40.00 2072.00 85.490 1

™~

When the condition is set for greater than 40, the record included in the screenshot above
will be filtered from the report.

7 To reverse the condition set, remove the value in the Input Control and press OK. The
‘No.of Other Hours Greater Than’ field in the Input Controls should be blank.

Change Log:
Effective 3/25/2015

e Initial version, completed in pilot.
Effective 12/2016

¢ Modified initial report to bring it up to Bl and BOBJ standards.

e The LOA Processed Dt available object was modified to be populated with the date from
the most recent processed PCR action from the completed PCR. If no completed PCR
exists, the Processed Date is populated with the “changed on” date of the action.
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